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Mail Merge 


Plan to Mail Merge 


The mail merge allows you to send out copies of a document to a list of addresses contained 


in a data file. 
ist — Two files are used in this technique : 


A Data Source file containing the 


variable information. 


3 Gupta 667, Bape Nagar. 70023 
Mrs. Renu Mohra RA, Jeavan Vihar, Deti 119092 


Mr. Aalok Mishra anc, Fishi Nagar Deti 110046 
Mr. Sanjiv Tiwarl 3 Shalimar Bagh Delhi 110055 
Miss Anjall Rai c15, Vishal Encl Gurat 40062 


A Main Document containing the 


permanent text. 


A data source file is made up of fields 
and records. Each line of information 
constitutes a record. Each column is a 


field. 


| 
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2nd — The records are numbered. The num 


Hop Ne Set yau alt ar 


bers correspond to the order in which 


they were entered, or to a sort order applied later. 


3rd — Plan the data source file by noting all the information you need. For the above example, six fields 


will be needed : the first name, the surname, address1, address2 the state and the postal code. 
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Create the Main Source Document 


1st — If you wish, begin by entering the permanent text, and its formatting, as a document. 

2nd— Select Mail Merge from Tools menu. For the moment, you can only work in the first 
area : creating the Main document. 

3rd — Click the Create button, then choose Form Letters. 

4th — If you have already entered the permanent text, 
click Active Window, otherwise choose New C Vaa fom leter veg dnne te sete — 
Main Document. After this, the second area, 
Data Source becomes accessible. 

5th — If you want to work on your main documents, click Close, otherwise keep the dialog box 
open. 

Using a Data Source File 

ist — Open the main document, and go to the Tools - ŒIMmIT 
Mail Merge dialog box. 

2nd — Click the Get Data button. 

3rd — Indicate whether you wish to Create Data Source 


or Open Data Source. If you click Open Data 
Source, 


Word produces a list of existing data files. Double-click 


the one you want to use. 


MS WORD 


Creating a Data Source File 


Ist — 


2nd — 


3rd — 


4th — 


5th — 


6th — 


7th — 


Activating the main document; go into the Tools 
- Mail Merge dialog box; click Get Data then 


Create Data Source. 


In the Field names in header row list, Word 


PRE of dota, THA Fr rom called the. | 


proposes list of commonly -used names. Click va bee wth d fak name: 


areal Used Fak noes i che Be aiaa, You can add or remove 


each field you do not need, then click the field names to customize the header rom re) 


Remove Field Name button. 


If you need to create additional fields, delete the 
name in the Field name box, type in the name 777 —. so 
of your own field, then click Add Field Name. 
Any new fields you create are added at the end of the list. It is preferable for fields to 


appear in the order they will have in the document. 


If you want to move a field, select it in the Field names in header row list then use the 


Move arrows. When you have finished designing your data source file, click OK. 


Enter the name of the file. Word detects that file is empty of data, and proposes that 


Microsoft Word 


you edit the data. 


då Tanga epics von st created contains no deta recorde. You can add new records 
å source by choosing the Edit Data Source button, fees odd merge folde tm 
år main document by choosing the Edit Main Document button. 


Click the Edit Data Source button. 


Word displays a blank data form. 
For each record : 
— Type in the data using Tab to move 


to the next box and Shift +Tab to 


return to the previous one, pp Å ore ars 
— After the last line press Enter if you pean ula oaj nae 


want to create another new record. 


End by clicking the OK button. You return to the main document. 


@ You can click the $F 
Merged Data button to check the merge. 


View 


Carrying out the Mail Merge 


There a å post at whieh production becomes courterprodkt tee AG Company 
ret OG maragement and staff fo strie a baliace tateeen met anei dar br 


geting together for a marty tha Fran from 6.20 PM 
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Œ Inthe main document, the Mail Merge toolbar is displayed. It proposes various 

Mail Merge functions. 
View Merged First Next Mail Merge P= to New Find 
Data ral Record Helper Document Record 
T iu LG COLTI 
First Goto Check Merge to ur Edit 
Record Record Midt Error Printer Merge Data 
Source 
Mail Merge Toolbar 
Inserting a Field 
ist — Place the insertion point where the === td 
; Denar  cags-+-ee anma Ds - O 
contents of the field are to be printed. en ey pew am ee o- 7-A- 
[P22 DDB wm “> Un: 
MIL rwr ae 

2nd— Click the Insert Merge Field button een 

on the Merge bar. All the fields of the 

data file are listed. 
3rd — Click the field you need to insert. 


3 Print the main document : Sends the merge to the printer. 


Limiting the Merge to Predefined Records 


1st — 


2nd — 


3rd — 


Select Merge button from Submenu Mail 


Merge of Tools menu. 


In the Merge to box, specify whether or not 


the merge is to go straight to the printer. 


In the Records to be merged frame, give 


Sends the merge to a new document, which Word names “form Letter n”. 


the number of the first record concerned, then that of the last. Click the Merge button. 


MS WORD 


Setting out Conditions for a Mail Merge 


ut Select Merge button from Submenu [aE 
Mail Merge of Tools menu. | 

2nd— Click the Query Options button. 

3rd — If necessary, activate the Filter 


Records tab. 


4th — For each condition set 


— Select the name of the field in 
the Field list, 


— If appropriate, specify the operator for the comparison in the Comparison list, 
— If there are no other conditions, click OK, 


— If there is another condition, choose the combination operator from the list where 
And is displayed by default. Click the OK button when you have finished. 


6th — Carry out the mail merge, or put it on hold with the Close button. 


Ø” The conditions set are saved in the main document. 


Œ To cancel the conditions set, click the Clear All button in the Query Options 
dialog box. 


Managing Records 


Displaying the Data Form 


Click g. The data form is displayed along with the first record. 


Adding a Record 
ist — Display the form. Notice that number 1 displayed in the Data Form Record box. 
2nd — Click the Add New button. A blank data form appears and the number of the active 


record changes. 


3rd — Enter the new record in the same way as the others. 
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Finding a Record 
1st — Display the data form. Display the first record. Find in Field 


2nd — Click the Find button. In the Find what box, enter the 
value you are looking for. 


3rd — In the In field list, click the name of the field containing 
that value. 
4th — Start the search by Find First, then Find Next as many times as it takes to find the 


right record. 


Deleting a Record 

ist — Display the form. 

2nd — Display the record you wish to delete. 
3rd — Click Delete. 


@ Be careful when deleting a record, as it is deleted immediately : you 
are not prompted for confirmation. 


Modifying a Record 

ist — In data form display the record concerned. 

2nd — Carry out the changes. If there is an error in the new version, click Restore to return to 
the original. 

3rd — When you have finished editing the data file, click OK. 


Œ To change the structure of the data file (the order of the fields...), open the data 


file in the same way as any document (the records have been entered in the form 
of a table). Modify the file then save it. 


ee ka. ——T=——— 
a o 
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Sorting a Data File 
1st — Open the main document. 


2nd — Select Merge button from Mail Merge 


submenu of Tools menu. Or click on 


S button. 
3rd — Click Query Options. 


4th — If necessary, activate the Sort Records 


tab. A data file can be sorted by up to 


three fields. 


8- For each of these, open the Sort by list, click the name of the field and specify 
whether the records should be sorted in Ascending or Descending order. 


5th — Press Enter or click on OK button. 
Form 
Creating a Form 


A form is a document containing permanent text 


and spaces for filling in variable data. 


Go into creation of a template. Enter the perma- 
nent text. 


Insert a form field wherever you want to collect 


information. 


Protect the completed form. 
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Inserting Form Fields 


A form field can be presented as a text box, a drop down list or a check box. 


1st — Display the Forms toolbar. _— 
Check box Field Insert Form Field 
Form Field Options Table Shading 


Text Form _ Protect 
Field Form 
Drop Down Draw Insert 
Form Field Table Frame 
Forms Toolbar 
2nd — Place the insertion point where the field should appear. 
3rd — Click the jail button to insert a text field, the Fi button for a check box or the Bg button 


for a drop-down list. The form is inserted into the documents. For example, a grey 


rectangle is inserted for a text field. 


4th — Click RF 


to set the options for the field. 


A Text Field 
ist — Click the abi button. 
= | 
2nd — Then click on E. Specify the Type of text EIEEE E 
field. ——2 
3rd — If you want to display a short help message 


on the status bar, click the Add Help Text 
button, and type the text in the Type your 


own box. Click OK. Then press Enter. 


@® The field inserted is called (FORMTEXT). 
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Å Drop-Down list 


1st — Place the insertion point where you 


want the list to appear. 


2nd— Click Bl then g. 


3rd — For each item you want in the list : 


J } re pin hebr 
r 
Lint of documents attached horm Load j for 


1 Our BW No IRI dated [ime = se} 
Má móot 


2 GRÆR Na dated 


Transporter Nama; 


— — Enterits name in the Drop-down 
item box, 


— Click the Add button. 


Sincerely, 


For Galgotia Banksource 


4th — If you wish to remove an item, select it in the Items in drop-down list box then click 


the Remove button. 


5th — If you need to, reorganize the list displayed in Items in drop down list using the two 


Move buttons. 
6th — Click Add Help Text if you wish to display a message. Click OK. 


The first item in the list is always 


proposed by default. 
& The field inserted is called | Leave, 
{FORMDROPDOWN}. Va omme as td 
z} Transporter Name: METTE J 

A Check Box 
1st — Position the insertion point where the check 

box is to appear. 
2nd— Click || to insert the field. Then click gl. 
3rd — Specify how you want the check box to look. 
4th — If you wish, click Add Help Text to enter a 


help message. Click OK. 


Ø” The field inserted is called {FORMCHECKBOX}. 


Ø” These three form fields can only be used if the documents is protected as a form. 
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Protecting the Form 


1st — 


2nd — 


3rd — 


4th — 


5th — 


6th — 


Make sure that the document is completely finished. 
Select Protect Document from Tools menu. 


Activate the Forms option. 


If you wish, enter a Password with a maximum of 15 
characters. On the screen, the characters of the password 


are always replaced by asterisks (*). Be careful about the 


case of the letters you use. 


Press Enter. To ensure against mistakes, you must enter the password twice. 


Enter the password and click OK. 


Reenter password to open: 
met | 


EE 


The (J tool allows you to protect a form without ate ae a tof pasos 
are caso-senskive.) 


setting a password. 


‘© To remove the protection, use Tools- Unprotect 
Document and enter the password. Be careful about the case of the characters. 


Using a Form 


1st — 


2nd — 


Create a document based on a form template. The first form field is selected, and its 
help text is displayed on the status bar. Because the document is protected as a form, 


access is authorized to form fields only. 


Move from field to field using Tab and Shift+Tab, and fill in the data. 


Œ You can copy the content of one text field, then paste it into another. 
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Macros 


We create a Macro in Word to perform a task we often need. Like, if you usually need a table of specific 
type formatting in documents you are creating, you can record a macro. It will insert the table with the 


Correct size, rows and columns etc. in your file everytime whenever you run the macro. 


Creating a Macro 


ist — Use the template concerned (Normal .dot is chosen by default). 
2nd — Select Record New Macro from Submenu Macro under Tools menu. 
3rd — Give the macro a name in the Macro name box. 


4th — Use the Store macro in list to choose the folder where 


you want to save the macro. 


5th — If you wish, enter a Description. Specify whether you 


want to run the macro by clicking a tool button (Toolbars) gesin: 


Å ro recorded Sj by- 
or by pressing a shortcut key (Keyboard). i KG 
6th — If you have chosen Toolbars, display "Hower mer se ms moe ae SEE mor] 
[OSE ORs 1989 2-01 4 FORMA DS - 
the toolbar concerned and drag F-d=a=e tse ras Bee ee Bere 


e202 0-5-0 Foo AEK Im SK NA 


the macro from the Commands list in 
the Customize dialog box onto the 
bar, then click Close. 


The Macro toolbar appears in a = easaNdes==0" 
20 SS Sm jis PE O-A- 


window, and the letters REC appear in %+48->- ae GA Ui kn 


black on the status bar. 


Go through all the actions to be 


recorded in the macro. i Å 


7th — When you have finished, click ø|- fei 


The letters REC on the status bar 


become dim. 
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Running a Macro 


Use the tool button, or the keys that 


you have assigned to your macro. 


@ if you prefer to run a macro by its 


name, go into Macros or press 
Alt+F8. Word lists all the existing 
macros. Click Tools - Macros, the name of the macro you need, and then Run. 


Editing a Macro 

ist — Select Macros from submenu Macro under 
Tools menu. 

2nd — In Macro name, click the macro you need to 
modify. 

3rd — Click the Edit button. 


Macros are written in Visual Basic as shown === 


pr Pi tu 
TEAS 


in figure. 


4th — Carry out the modifications. Select Close and 
Return to Microsoft Word from File 


ActiveDocument .Tables.Acd pange:=seiection aange, Muneows -1, NæCe 
4 


Selection. TypeText Texc:=™ 
Selection. MoveRight Unit:=vd 


menu. Confirm by Yes. 


Selection. TypeText Texc:="450076" 
Selection.MoveRight Unit:=wdCell 


Deleting a Macro 


1st — Select Macro from submenu Macro under Tools 
menu. 
2nd — Click the name of the macro you wish to delete 


in Macro name. 


3rd — Click the Delete button and confirm by Yes. 


4th — Click on Close button. 


MS WORD V 


Print Preview 


Display a Print Preview 


Select Print Preview from File menu or click on ie button. 


Or press Ctrl+F2 or Ctrl+Alt+I. 


An image of the document appears as Word would print it. 
The percentage of magnification (zoom) applied to the page 
is visible on the toolbar. On the status bar, Word indicates 
which page you are viewing. To see another page, use the 
Scroll bar, or the keys PgUp and PgDn. 


To View a Number of Pages At Once 


ist — Once in Print Preview, click w . 


2nd — Indicate the number of pages you wish to see, and 


how they should be presented. 


18 To return to viewing a single page, click g. 


To Zoom in on a Preview 


Point the part of the text you wish to see close up. The mouse 
pointer takes on the form of @ magnifying glass containing a 
+ sign. This indicates that the current presentation is smaller 


than actual size. 
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Click the text. The passage is presented at its actual size, and 
the @ sign in the magnifying glass is replaced by a Q. 


To return to the scaled-down presentation, click the document 


again. ; gi ri ia ao 


wants nur mANØGeent and san in airhe a balanco between wark and pity hy 


genna 10 gutar far å party ths Friday roer 330 P M a 


Please Iava your 


Adjusting the Size of a Printed Document 


If there are just a few lines of text on the last page of a 
document, you may prefer Word to adjust the layout so 


that all the text fits into the previous pages. 


To adjust the text click on Ef] Shrink to Fit button. 


To See the Rulers in Print Preview 
Click 3. 


To Modify the Margins from within Print Preview 
1st — Once in Print Preview, display up the rulers. 


2nd — Drag the marker along the ruler until it indicates the 


margin width you require. 


å JÅ 
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MS WORD 
To Begin Printing 


Once in Print Preview, click g. 


To Return to the Workspace 


Click the Close button, or press Esc. 
Print 


Specify which Part of the Text to Print 


ist — Select Print form File menu or press 


Ctrl+P. Notice that under Page range, 


Word proposes to print All the document. 


I Print to fie 
2nd — To print a previously selected passage MØ a Fr 3 
[o of 
å š DEE C Selextio ‘sa se 
click Selection. | Tas —— F Calais 
Enter page numbers and/or Fe 


3rd — — To print certain pages, enter their numbers ` | monty commas. fr sms 1952. 


tit: pom ame [pen 


in the Pages box. To print a series of 


consecutive pages, enter the number of 
the first, a dash then the number of the last (example: to print from page 5 to page 
10, enter: 5-10). If the pages are not consecutive, us commas to separate their 


numbers (example: to print pages 5 and 10, enter: 5, 10). 


4th — Press Enter. 


Printing Several Copies 


1st — Select Print from File menu or press Ctrl+P. 
2nd — In the Number of Copies box, enter the number required. 
3rd — If necessary, specify the range to be printed. 


4th — Press Enter. 
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Exercises 


1. Prepare a birthday invitation letter and print it for a list of your friends using mailmerge. 
Utilise a few of the features like Print Preview, inserting a field, etc. 


2; Fill in the blanks 


a) In mail merge we need two files Data Source and 


b) You can set the conditions in _ options box to sort or filter the records. 


c) A form field can be presented as a text box, a or box. 


d) Wecreatea___in Word to perform a task we use often. 


e) To get the list of recorded macros press Alt + 


f) In — preview, an image of the document appears as Word would print it. 
3. True or False 


a) To adjust the text we have to press the Shrink to Fit button in Print Preview. 
b) | We can modify the margins in Print Preview. 
c) We can print a document by pressing Ctrl + N keys. 


d) The conditions settled for mail merge in Query options box are saved in the 
main document. 


e) A confirmation box does not appear when the command to delete a record 
is given. 


O DUOC 


Answers 
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| Copy and Move 


| Carrying out Simple Calculation while Copying 


While you are copying data, you can carry out a mathematical operation (adding, subtracting...) which 
combines the data being copied with the destination data. 


Ist — Select the data you wish to copy and go into Edit - Copy. 


2nd — Activate the first destination cell (for 


this type of operation, a destination 


cell must contain data). 
3rd — Select Paste Special from Edit menu. 


4th — In Paste, indicate what it is that you 


want to copy. 


5th — Under Operation, select the math- 


ematical operation to be used. Click OK. 


@ |f there are empty cells included 


in the selection which should be 
left out of the calculation, activate 
Skip blanks before entering. 


Worksheet after Pasting Formula 


Creating a Link between Cells while Copying 


1st — Select the data to copy. 


2nd — Select Copy from Edit menu. 
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3rd — 


4th — 


Activate the first destination cell. 


Click on Paste Link button in the 
Paste Special box of Edit menu. This 
pastes into the destination cells a 


formula which displays the contents 


of each source cell. 


If you change a value in one of the 


source cells the contents of the 


corresponding destination cell is updated automatically. 


For example as shown in the figure if 
you do changes in the numbers of any 
subject or all subjects, subtotal will 


update automatically. 


@ When you use the technique to 


Computer in Schools- 8 


create a link, the text copied loses its formatting. If you copy, paste and 


link an empty cell, Excel displays a zero value. 


Naming a Sheet 


The name of a sheet appears on its tab. 


1st — 


2nd — 


3rd — 


Double-click the tab of the sheet you 


are going to name. 


Type the new name over the former one 


in the Name box. 


This name can be up to 31 characters 
long, spaces included. It should not be 
written inside square brackets nor 


include the following punctuation 


marks: colon (:) slash (/) backslash (\) question mark (?) and asterisk (*). 


Click OK. 


ene SEI LTT å Eg e 


ist — 


2nd — 


3rd — 


MS EXCEL 
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Moving a Worksheet 


Click the tab of the sheet to move. 
Drag it to its new position. 


Release the mouse button when you are 


satisfied with its position. 


Deleting Worksheets 


1st — 


2nd — 


3rd — 


Select the worksheets to be deleted. If they are consecutive in the list use the Shift 


key to select them; otherwise use Ctrl. 


Select Delete Sheet from Edit menu. 


Microsoft Excel 
The selected cheet(s) wil be permanertty deleted. 


AN + To delete the selected sheets, cick OK. 
«To cancel the deletion, dick Cancel. 


If the Office Assistant is displayed, the request for 


confirmation appears in a pale yellow balloon. 


Click OK to confirm. 


Protecting Worksheet 


By protecting the structure of a workbook, you can prevent sheets from being deleted or moved, 


or new ones from being added..... 


1st — 
2nd — 


3rd — 


4th — 


5th — 


Select Protect Workbook from submenu Protection under Tools menu. 
‘4 


Check that the Structure option is active. Protect Workbook 


Activate the Window option to prevent the workbook 


window from being moved, resized, hidden or closed. 


If you wish, set a password (up to 16 characters long). Click OK. 


If you are setting a password, enter it a second time, 


then click OK. = Ce 


| pg dg e goia 
peke 
place. {Remember that passwords are case-senstive.) 
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To remove the protection from the 
workbook, use the command Tools - 


Protection - Unprotect Workbook. 


Using a Picture as Background to a Sheet 


ist — Select Background from submenu Sheet of Format menu. 


2nd — Select the bitmap file which contains the picture to use as 
the background. Click Open. 


The picture is tiled across the sheet’s background. 


18” The picture is visible only on the screen 


and not when the sheet is printed. 


1Ø” To remove the picture, use the command 
Format - Sheet - Delete Background. 


Managing Page Break 


Inserting a Page Break 


1st — Activate the cell which is going to be the first of your new page. The page break 
will be inserted above and to the left of the active cell. 


2nd— Select Page Break from Insert menu. 


Almost instantly, a dotted line appears 


representing the page break. 


To delete the page break, activate a cell 


in the next row or column and use 


Insert - Remove Page Break. 


es _ 
na Brea 25 
Managing Existing Page og 
1st — Select Page Break Preview from | | 
= ; E Jo OE) 
View menu. This option is also avail- "mest Pe eTa 


oeiy kveg wow ss 


able in Print Preview: click the Page 


Break Preview button. 


2nd — A dialog box may appear, informing you 


that you can drag page breaks to move 
them. If you do not want this dialog box 
to appear every time you use the Page Break Preview option, activate 4 


Do not show this dialog again, then click OK. 


Page breaks are represented by blue = 
i iD ob) BI Ber At OBA == 
lines on the worksheet. These lines do ER i aa ox, ARR ee 
hf * 108! Fieeertas © før) [7] OC eop ope brosk. sk > 

M y 


not prevent you from working normally 


Comic Strip Asterix in Britain 


(entering and editing data, changingthe | 2- Comic Strip Tintin in England 
id a Comie StåpFather Chrismas 
way it is presented...). Short Stories Saki 
: Novels Jane Eyre 
3rd — Novels The Choir 
d To move a page break, drag the blue Novels Hard Timea 
line representing it. Novels dill én the Floss 


Autobiograph Margaret thatche 
Autobiograph Testament of You au = 


4th — To return to the usual view of the page, 


use the command View - Normal. 
Repeating Titles on Each Page 


You can repeat rows and/or columns, often those containing titles, on each printed page. 


ist — Select Sheet tab from submenu Page Setup 


of File menu. 


2nd — Activate the Rows to Repeat at Top box or 


activate Columns to repeat at Left. 


3rd — Click the 4 button to minimize the dialog box. 
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4th — Then, in the worksheet, select a cell 
from the row(s) or column(s) which YOU 
want to repeat. In this example 


the title will be printed on every page. 


5th — Click the ål button to restore the dialog 
box. Click OK. 
Page Setup 
ist — If you are in the Print Preview, click the Setup button. If you are working in the 


document, select Page Setup from File menu. 


Modify the Page Orientation 


2nd — Go into the page setup options. If necessary, 
activate the Page tab. 


3rd — Choose the appropriate Orientation. 
Portrait is also known "Vertical” or 
“French”. Landscape is also known 


as “Horizontal” or “Italian”. 


4th — Press Enter or click on OK button. 
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Changing the Scale of Printed Pages 


Ist — Display the page setup options. If necessary, activate the Page tab. 

2nd — In the Adjust to text box under Scaling, give the percentage of the normal 
scale to apply. 

3rd — Press Enter. 


87 if the Fit to option is active under the Page tab in the Page Setup dialog box, 
Excel automatically adjusts the scale of printing so that the document fits 
the number of pages you specify. 


Printing a Sheet without Gridlines 


1st — Go into the page setup options. 

2nd — If necessary, activate the Sheet tab. 

3rd — Deactivate Gridlines. 

4th — Activate the option Row and column 


headings to print column letters and row 
numbers; deactivate it if you do not want 


them to print. 


5th — Press Enter. 


Defining Margins and Position on the Page 


ist — Go into the page setup options. Page Setup AE 
Page Margins | HeaderjFooter | sheet | 
2nd — If necessary, activate the Margins tab. 
3rd — Indicate the width of the various margins in 
the corresponding text boxes. The Header 
and Footer options determines the position 


of the header and footer in the top and 


bottom margins. 


4th — Center the table Horizontally or Vertically on 
the page. Press Enter or click on OK button. 
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Creating Headers and Footers 


The header is printed at the top of each page and the footer at the bottom of each page. 


1st — 


2nd — 


ist — 


2nd — 


3rd — 


4th — 


5th — 


Go into the page setup options. If necessary, 
activate the Header/Footer tab. 


If you wish, choose preset Header and/or 
Footer from the appropriate list. Headers and 
Footers chosen from the list are automati- 


cally centered at the top/bottom of the page. 


If you prefer, create your own header and footer. To do this : 


— Click the Custom Header or Custom Footer button. 


— Activate the text box which corresponds 


to the position on the page were you want eee på a Biol aol 
A 

the text to appear : Left Section, Center grr me = Fm 

FT] col | 


section or Right section. 


— — Enter the text to be printed. 
To create a second (third...) line of text, press Enter. 

To insert variable details click the appropriate buttons. 

fal Page number. gl Total number of pages. 


Bl Date of Printing. fel Time of Printing. 


Ea File name (name of the workbook). 


[I] Tab name (name of the sheet). 
Each of these variables corresponds to a code which appears between square brackets. 


To format the text, select it and use the A] button. Click OK. 


Excel displays a preview of the header 
of footer as it will look in print. 


When you have defined your header 
and footer, click OK. 
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CHARTS 


This technique inserts a chart into a worksheet (for example, next to a table). 


Ist — Select Chart from Insert menu. Chart Wizard Ste 
arid Sandar Types | ut 
nd — — Select the Chart Type and then the Sub-type. 3 
3rd — Click the Next button. 
4th — If all the data that you need for the chart is contained SETTET 


in cells adjacent to one another, leave the Data Range 


page active. Click the 3 button. 


5th — Then select the range of cells in the worksheet. 


6th — Specify whether the series are in Rows or Columns. If 


the data that you need for the chart is contained in 


cells which are not adjacent to one another start by 


indicating whether the series are in Rows or Columns, 


then click the Series tab. 


7th — 


8th — 


9th — 
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In the Series list, delete any series you wish to 


remove from the chart, using the Remove button. 


If necessary, redefine one or more series : 


— Select the series and give its name : either 
enter the name in the appropriate text box, 
or click the text box then, in the worksheet, 


select the cell containing the name that you 
want to use. 


— Give the reference of the cells containing 
the values for the series : click the Values 
box to select its contents, click "4j select the values in the worksheet then click å. 


Next use the Category (X) axis labels option to specify the range of cells which 


contains the text for the labels. If you need to insert further series, use the Add button. 
The chart displayed is based on the option which you defined. Click Next. 


Give the various titles used in the chart. 
Click Next. 


If you wish to create the chart on its own chart 
sheet, activate the As new sheet option, then 
give a name for the new sheet; otherwise 


leave the As object in option active, then 


select the sheet where to insert the chart. 
Click Finish. 
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If you choose to insert the chart into a worksheet, it 
appears in the workspace. Square black handles 
show that it is selected. The Chart toolbar appears. 
If necessary, move the chart as you would move 
any other drawing object: point to one of its edges 


and drag it. You can also resize the chart by 


dragging one of the handles. 


Angle Text 
Downward 


Format Chart 


Chart Objects Area 


Legend By Row 


Chart Data By Angle Text 
Type Table Column Upward 


Chart Toolbar 


18” A chart created on a worksheet is known as an embedded chart : it belongs to 


the family of drawing objects. 


å 


In a 2D Chart, each series can contain up to 52000 points. 


§ 


By default a chart is linked to its source data: if the source data changes, so will 
the chart. 


8” When the chart is active, the Chart - Chart Options command opens the 
corresponding dialog box. 


Activating and Deactivating an Embedded Chart 


1st — 


2nd — 


To activate an embedded chart click it once to select the whole chart object, then click 
if necessary to select one of the chart items. The Chart toolbar appears automatically. 


The Data menu is replaced by the Chart menu. 


To deactivate an embedded chart, click a cell in the sheet, outside the chart. 


Ø- To display an embedded chart in a window, select it then use View - Chart 


window. To deactivate the chart, close the window. 
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Copying a Chart into a Worksheet 


t — 

is Select the whole chart (the chart object called Chart Area) 
2nd — Go into Edit select Copy. 

3rd — Activate the destination worksheet. 

4th — Paste the chart by selecting Paste from Edit menu. 


Œ An embedded chart is created. 


Different Objects in a Chart 


Chart Objects 
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| Best Collection 
in 2nd Quarter 


B ist Quarter 
E 2nd Quarter 


D 3rd Quarter 
D 4th Quarter 
M Year 
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to select 


Click the series then click the point Each value in a series 


Click one of the data markers in the series| All the points which con- 
stitute a data series. 


Click one of the tick mark labels. 


Lines which divide up 
the axes 

No selection = 
Texts attached to tick 
marks. 


Shows the names of 
the series represented 
in the chart and identi- 
fies the symbol or colour 
used for the data mark- 


Click the object 
Attached text 
Attached text 
Unattached text 


Lines crossing the plot 
area to make it easier to 
read the chart 


8” When you point to an object in a chart, its name appears in a Screen Tip, providing that 
the Show names option is active under the Chart tab of the Options dialog box (Tools- 
Options). 

@ To select a chart object, you can also open the list box on the Chart bar then click the 


object's name. 
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Setting up the Chart for Printing 


1st — Select Page Setup under File menu. The 
worksheet options are inaccessible for a 
chart. The Sheet tab has disappeared, 
replaced by a new tab : Chart. 


2nd — As well as modifying the usual options, you 
can adjust the Printed Chart Size on the 
Chart tab : 
Use Full : Distorts the proportions of 
Page the chart so that it fills the 
whole page. 
Scale to : Increases the size of the chart as much as the page allows, without 
Fit Page distorting its proportions. 
Customs: Prints a chart the same size as the chart on the screen. 
3rd — Click OK. Start printing. 
Changing the Chart Type 
1st — Select Chart type under Chart submenu of 
‘Insert menu. 
2nd — Choose the chart type. Double click the Chart in 


Chart sub-type you prefer. 


@ You can use the PE button on the chart 


toolbar to change the chart type but not to 
choose from the various sub-types. 


18” If you need to redefine one or more of the 


chart’s series, take the Source Data option 
in the Chart menu. 


I€ All the options for managing the chart can be found in Chart-Chart Options. 
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Displaying the Data Table 
Next to the chart, you can display the table of data on which it is based: 


1st — Select Data Table tab from Chart 


Options submenu of Chart menu. 


2nd — Activate the Show data table option. 
3rd — If you wish, activate Show legend keys. 
Click OK. 


"© You can also click the |] option on 
the Chart bar. 


Managing Pie Charts 


Rotating a Pie Chart 
ist — Select the series. 
2nd — Choose Selected Data Series under 


Format menu. 


3rd — If necessary, activate the Options tab. 


4th — In the Angle of first slice box enter the 
number of Degrees through which you want 


to rotate the chart. 


It is always the angle of the first slice that 
determines the rotation of a chart. Bear in mind 


that a full-circle rotation is 360°. 


5th — Click OK. 
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Exploding a Slice 

ist — Select the slice you want to explode. 
2nd — Drag it away from the rest. 


Inserting Gridlines in a Chart 


ist — Select Gridlines tab from Chart Options 
under Chart menu. 


2nd — To add vertical gridlines to the chart, 
activate the options in the Category (X) 
axis frame. To add horizontal gridlines, 


use the options under Value (Y) axis. 


3rd — Click OK. 

Changing the Scale of the Chart 

ist — Select the value axis. format Axis 
2nd — Choose Selected Axis from Format menu or 


click on Sl button. Or press Ctrl+1. 


Rik 


3rd — If necessary, activate the Scale tab. Set the 


scale options. 


IFE 
j | mí 
j| m 


4th — Click OK. 


Modifying the Display of Tick Mark Labels 


1st — Select the axis on which the tick mark labels need formatting. 


2nd — Choose Selected Axis from Format menu or click on | button. Or press Ctrl+1. 


3rd — Use the Font and Number tabs to define the format of text and numbers in the labels. 
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4th — Define the position of the labels relative to the axis, 
using the options under the Patterns tab. 
5th — On the Alignment page, determine the 
orientation of the text in the labels. 9 
ii 
6th— Click OK. | 


oe —— 


| 


@ With the Bland Kål buttons on the 


Chart toolbar you can also change the 
orientation of the text in the labels. 


Modifying the Content of the Category Labels 


1st — Select Source Data from Chart submenu. 
2nd — Change the contents of the Category (X) axis labels box. 
3rd — Click OK. 


Ø” You could also select the first series in the chart, then edit the second 
argument of the SERIES () function , on the formula bar. 
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Managing Tick Marks on the Axis 
1st — Select the axis concerned. 
2nd— Choose Selected Axis from Format menu or click on Pei button. Or press Ctrl+1. 
-if you want to change the appearance of the tick marks use the Patterns tab. 
If you want more or less of them, use the Scale tab. 
Making Bars Overlap 
ist — Select one of the series in the chart. UD aes eter 
rasa | ne | te | wero ove | 
2nd— Select Options tab from Selected Data 
Series under Format menu or click on 
E button. 
3rd — Enter the percentage of Overlap you require. 
4th — Use the Gap width option to reduce or 


increase the space between the clusters 
of bars. Click OK. 


Formatting an Objects Characters 


1st — 


2nd — 


Select the text concerned. 


If possible use the buttons on the formatting toolbar, otherwise click the E button 


to define the new format. 


The format of numerical values in the chart is defined in the same way. 
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Adding a Border/Colour/Shading to a Chart 


Ist — Double-click the object concerned. For unattached 


text double-click one of the selection borders. 
2nd — If necessary, activate the Patterns tab. 


3rd — Choose a Border from the various options offered. 
Check the effect in the Sample box. 


4th — Select a background colour for the item in the Area frame. 


To apply shading, a pattern or a texture to the item, click the Fill Effects button. 


To apply shading, choose between One colour, 
Two colour and Preset shading (if you choose Preset, 
go on to select one of the named colour combinations). 
Next select one of the Shading styles and one of the 
Variants. 


To apply a texture, choose from the options under the 
Texture tab. 


‘@ if you prefer to fill the object with a pattern, click the Pattern tab then select a 
Background colour and a colour for the pattern (Foreground). 
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@ To fill the object with a picture, click the Picture 


tab then click the Select Picture button to 
select the file which contains the picture. 


Your chart will look like this as 
shown in figure after pressing 
Enter. 


Ø- You can apply colour to an 


object by selecting it then 
using the list. 


Deleting the Border from an Object in a Chart 


ist — Double click one of the borders of the object concerned. 

2nd — If necessary, activate the Patterns tab. 

3rd — In the Border frame, click None and check that the Shadow option is not active. 
Click OK. 


Moving/Resizing an Object 


ist — Select the object. 
2nd — Drag one of the selection handles to change its dimensions, or one of the borders 
to move it. 


Deleting an Object 
ist — Select the object. Check the name of the item on the formula bar. 


2nd— Select All under Clear submenu of Edit menu or press Del. 


MS EXCEL 

Changing the Depth of a 3D Chart 

1st — Select a series in the chart. 

2nd — Choose Options tab under submenu 
Selected Data Series of Format menu or 
click on button. Or press Ctrl+1. 

3rd — Activate the Chart depth box and enter the 
percentage of depth in relation to width. 

4th — Click OK. 


Adjusting the Display of Data in 3D Charts 


ist — 


2nd — 


3rd — 


4th — 


Click on 3-D View option of Chart menu. 


Enter your own values in the Elevation, 
Perspective and Rotation boxes or click the 


arrows to increase/decrease the values given. 


Click Default to return to the values proposed 


by Excel. 


Press Enter to apply changes, or cancel by clicking Close. 
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Exercises 


1. Make a chart related to a worksheet using any of the options and embedded the chart and 
various objects on the worksheet and then print it. 


2. Fill in the blanks 


a) You can copy and paste the operations in the MS Excel. 


b) To leave out the blank cells while pasting the formula activate in the paste 
special box. 


the tab of the sheet to which you want to give name. 


d) Bygiving________ you can prevent sheets from being deleted or moved and editing. 


e) Youcanselect________—_or landscape orientation for your document. 


f) A chart created on a worksheet is known as an _ haart. 


3. True of False 


a) A chart is always linked to its source data. 
b) | Legend shows the names, symbol or colour of the series represented in the chart. 
c) All the options for managing the chart can be found in Chart — Chart options. 


d) You can change the orientation of the text in the labels. 


OOOO 


e) You can fill the object with a picture by clicking on Patterns tab. 


Answers 
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MS-ACCESS 


Relationships 


Creating a relationship between tables in your database allows you to analyze, at one glance, data stored 


in different places, and to exploit that data. For example, you want to produce a report containing the name 


of each item you produce, and also the category it belongs to. Your report is going to be based on a query 


which joins two tables. The tables are joined by the primary key of one of them (the primary table). 


Between two tables, three types of relationship are possible; these are created and 


managed differently : 


In a one-to-many relationship, a record in the primary 
table can have several matching records in the related |<, 
table (the primary table contains the primary key by which 


the table are joined). Example: one category has several 


corresponding items. Each Category is matched with many 
Item (many arrows “leave from” a single Category), but each Item code is matched with 


just one Category. 


A “many-to-one” relationship seems to be the same 
sort of relationship in reverse. Example, several 
orders may have been received from the same 


client. An order number can only match one client, 


but the same client code appears in several orders. 


Although this relationship may seem to be of the same sort as the one above, it cannot be 


managed in the same way; the direction of the relationship depends on which of the two tables 


is the primary table. 
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In å “many-to-many” relationship, a record in the primary 
table can match many records in the related table, and å 
record in the related table can correspond to many records 


in the primary table. Example, one order contains many different 


items, and one item can figure in many different orders. 


The many-to-many relationship can be represented by this 
type of schema that one order number matches several item codes, and one item code has 


several corresponding order numbers. 


To manage this type of relationship correctly, you have to split it into a “one-to-many” 


relationship, and a “many-to-one” relationship. 


A “one-to-one” relationship is rarer: one record in the primary table matches a single record 
in the related table, and vice-versa. If this is the case, the two tables would ordinarily be 
combined into a single table. The only sort of circumstance where you might meet this 
type of relationship is when the related table contains temporary data to be deleted later (it is 


easier to delete a superfluous table than to delete a few fields from an all-inclusive table). 


Establish a Relationship between Two Tables 


You must relate the tables by the primary key field of the primary table, and the corresponding field 


in the related table. Tables can be related providing they have a field in common (even if its name is 


not the same in the two tables). 


ist — In the Database window select Relationships from Tools menu or click on = button. 


If it is the first time you are opening the Relationships window for the active 


database, the window is blank; Access prompts you to add tables to it. 


2nd — Select the tables you wish to relate, use the Shift key to select consecutive 


tables, and the Ctrl key if they are not adjacent. 


3rd — Click Add. 


4th — When you have added all the tables, click Close. The tables appear in the window, but 


no relationship has been defined yet. The Relationships window is used to define and 


displayed all the relationships existing between tables and queries of the active database. 


6th — 


7th — 


8th — 


To establish a relationship between the tables, 
drag the field which is common to both from 
the primary table to the related table. You define 
the relationship’s attributes in the dialog box. 


Activate Enforce Referential Integrity if you 


want Access to ensure the compatibility of the 
data exists in the two tables. It does this by checking 
that corresponding data exists in the primary table every time you add a record to the 
related table, and by refusing to delete a record from the primary table if it has one or 


more matched records in the related table. 


Even if you have activated the referential integrity option, you can still modify the 
primary key, or delete records from the primary table, provided you activate Cascade 
Update Related Fields and/or Cascade Delete Related Records. In the first case, 
Access will update all the related records so that they take account of the changes in 
the primary key; in the second, Access deletes any record related to the one 


you deleted. Click the Create button. 


You can see the join line linking the two tables. 
The 1 and œ symbols show what type of rela 
tionship has been established, and the thick 


lines indicate referential integrity. 


Click [=] to save the relationship you have defined. Click the Æ button in the 


Relationships window to close it. 


‘@ To see the contents of the Relationships window, click Æ again. 


4 


It is not possible to delete a primary table, nor to change the data type of a field 
used in a join, nor to delete such a field. 


Ø*- You can only establish one relationship between the same two tables. 
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Manage Relationships in a Database 


1st— In the Database window, click BẸ] to open the Relationships window. If the Relation 
ships window is blank, Access prompts you to insert tables or queries into it. 


2nd — To insert one or more tables to the window, click Sa). select the tables, then click Add. 


Use the Shift key to select adjacent tables, and the Ctrl key if they are not adjacent. 


3rd — To remove one of the tables, click its title bar, then use the Relationships-Hide Table 
command; or click inside the table and use the Del key. To clear all the 


contents of the window, use the Edit-Clear Layout command. 
4th — Drag a table to move it. 


5th — To see the design of a table, click the table with the right mouse button and 


choose Table Design. 


6th — Establish the relationship between the tables. To modify the properties of 
a relationship, double-click the join line. To delete a relationship, click the join 
line and press the Del key. 


7th — When you have finished modifying the contents of the Relationships window, 


click a to save. 


*@ Once you have added a table or query to the Relationships window, click 8° | 


to display related tables and queries, or gl to display all the relationships in 
the database. 


Entering a Record 


ist — Go into the database or the form. If necessary, click the be button to create a 
new record. 
2nd — Fill in each field of the record, and enter; respect the data type authorized for the field 


and the field size. 


MS Access 


3rd — 


4th — 
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You should also remember the following rules: 


— — When you are entering a number with decimals, you must use the separator 
defined in the Windows Control Panel (this should be the point : if Access will 
not accept the point, it is possible to modify the parameters in the Control Panel). 


— When you are entering a value in a Currency field, just enter the value 
(without the currency sign, and without separating the thousands). 


— — When you are entering a date or time, use the format defined in the Control Panel. 


— When you are entering the value for a memo field, use Shift+F2 to 
see all the text you are typing, whatever the size of the text box. 


— You should not enter a value for an AutoNumber field, because the value 
is automatically incremented by Access. 


— Ifyou are dealing with a Yes/No field, type either the text Yes or the text No. 


— — The contents of an OLE Object field cannot be entered using the keyboard, 
because it must be an object inserted into the database. 


— The address of a hyperlink can include three elements, separated by a 
#: text#address#sub-address; the first element (a text displayed in the field 
or control) is optional; the second element is a full URL address or a UNC path to 
a document; the sub-address gives a position in a page or file ( For example a 
bookmark in a Word document, or a slide number in a Powerpoint Presentation). 
You can also insert this type of field by using the command Insert- 


hyperlink or 


In a datasheet, the symbols you can see 


Mea AK Os 


to the left of the first column are called Ser ered 


record selectors: the pencil indicates 


A67. GREEN CITY 
7812 K GOVERDHAN REDDY = WZ-154, XX COLONY. 450081 
5461 K.VENKAT REDOY 191C, SANTHOSH NAGAR CROSS ROAD noe 
6644 T BUCHI REDOY SAGAR ROAD. R R DISTT 120012 
56/2 JEEVAN VIHAR, PART I, IST FLOCR 


that the record is being modified, and 


that the modifications are not yet saved 


on the disk; the asterisk is the symbol 
for a new record. 

Enter each field in the record. If you press 
Esc, you clear the field of the current record which was filled in last. If you 
press Esc again, you clear all the fields of the current record. 
Use the shortcut keys to insert the following data: 
Ctrl+; To insert the day's date. 


Ctrl+: To insert the current time. 
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Ctrl+Alt+Space To insert the field’s default value. 

Ctrl+' To insert the same value as appears in the corresponding field of the 
previous record. 

Ctrl+Enter To begin a new line. 


When the record selector no longer has the form of a pencil, the data has been saved 


on the disk (there is no need to tell Access to save!). 


Adding Records 


ist — In Forms view or Datasheet view, use the Records-Data Entry command. 
A blank form (or line in the datasheet) is produced. Note that the record has the 


number 1. The only record you have access to is the one you are entering. 


2nd — Enter new records. ry 

3rd — To display all the records once more, use the command Records - Remove 
Filter/Sort. 

Manage Records in the Datasheet 

Going into a Table's Datasheet 

ist — In the datasheet window, click the table then the Open button, or double-click 
the icon representing the table. 

2nd — In the window containing the table design, click Bt The table is displayed in 


datasheet view. Fields appear as columns; there is a row for each record. 


Control Menu Field Selector 
icroso ss - [Tablst n Tablet å 
re 
| A cay ale EEJ es Å] 


Row Selector 


Insertion Point 


Number of 
Pointed Record 
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3rd— To retur to Design view, click the BØN button. 


‘© In Tools - Options under the Datasheet tab, you can define the presentation 


of the datasheet (colours, cell appearance, text fonts, grid display...). 


Going to Records/Fields/Data 


Q Use the scrolling buttons in the bottom left corner of the window 


st 
FEST Goes to next Record 


Goes to last Record 
Goes to Pre- 
vious Record Goes to new Record 


Q You can also drag the button on the vertical scroll bar until you can see the number 
of the record that interests you. 

Q To go into a record, click the corresponding row (use the window’s scrolling arrows 
to bring it into view). 

[1 To go to the n" record, double-click the record number in the bottom left corner of 
the window, and enter the number you want. 

Q To select visible data (words, characters) in a field, use the techniques specific 


to the Windows environment: double-click a word to select it, click, and drag to 


spread the selection over several words or several characters... 


Q To select the value of a field, point the vertical bar to the left of the value (the 


mouse pointer takes on the shape of a cross) then click. You can spread the 


selection by dragging. 


Use the following keys : 


Down/Up arrow To go to the next/previous record. 
Ctrl+End/Ctrl+Home To go to the last/first field of the current record. 
Right/Left arrow or To go to the next/previous field. 
Tab/Shift+Tab 


End/Home To go to the last/first field of the current record. 
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To display the next/previous screen. 

Ctrl+PgDN/Ctrl+PgUp To display the screen to the left/to the right. 

Cirit Dow arrow? Ctrl+Up arrow To go to the same field in the last/first record. 

= To give the number of the record where you 
want to go. 


Use the following techniques to select the value of a field or record : 


F2+Space To select the current field (the one with the insertion point in it) or to 
cancel the selection. 

Ctrl+Space To select the whole column when one field value is selected. 

Shift To select the record when the value of one of its fields is selected 


(Shift+PgDN or Shift+PgUp can then be used to spread the 
selection over the adjacent records. 


@ You can also use the Edit-Goto command for certain records. 


18" If the insertion point is visible, the Forward and Backward keys move it from 
character to character; the Home and End keys move it to the beginning or end 
of a field. To move the insertion point within the text of a field, use the keys 
common to all Windows applications (Ctrl+Forward and Ctrl+Backward move 
the insertion point from word to word, for example). 


Selecting Row or Columns 


1st — To select a row or a column, click the record selector, or the field selector (the 


column heading). 


2nd — To select a group of rows or columns, click to select the first one, then drag the 


selection over the others. 


3rd — To select all the rows (or all the columns) click in the square at the top left corner 


of the datasheet. Rows or columns change colour once selected. 


Ø” To cancel the selection, click anywhere else in the datasheet. 
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Deleting One or More Records 


Ist — Select the rows containing the records you want to delete. If you are deleting just one 


record, select Delete Record from Edit menu or click on i. Or press Ctrl+-. 


2nd — Click Yes to confirm the deletion. 


18” This action cannot be undone. 


18” = If the row containing the record is selected, 
you can also press Del to delete. 


@ You can use Queries to delete simultaneously a set of records which meet 


one or more criteria. 


Modifying Column Width/Row Height 


ist — Select the columns or the rows concerned. | 
wos dag seer Cennu Arm paT 


2nd — Point the line to the right of the field selector 7 ener MR 1 T COAR 
a 
for a column, or the one below the record 5 ESAE T OUCH REDOV SAGAR ROAD, A R DISTT š 
6 9678 MRS MERCY MOL EN JEEVAN VIHAR, PART |, 1ST FLOOR 
å 7 1189 SRINIVAS: pene a THEATRE 
selector for a row. The pointer takes the form 3 Sa MV N LSM KALAN NAGAR MAN ROAD 
bes) ik — = sei 
of a double arrow. 
3rd — Drag the line until the width/height is as you require, then release the mouse button. 


@ This action modifies all the rows in the datasheet. 


Ø- You can also use the Row-Height and Column Width options in the 
Format menu. 


@ For the column width to adapt automatically to the longest visible entry, point 
the vertical line to the right of the column, then double-click. 
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Freezing Columns 


Frozen columns remain on the screen when you scroll the contents of the window. 


To do so: 

1st — Select the columns you want to freeze. 

2nd — Choose Freeze Columns from Format menu. : 
To Unfreeze 


Sel arier" 
Q ect Unfreeze All Columns from Format menu. Fapmneer= ut anses på 
aa på ee -- 


m OR 


@ if the datasheet you are printing is wider 


[SAGAR ROAD, RADISTT. 


EEE 


than the paper, the frozen columns are re rn roe 
printed on each page. 00 


Hiding/Displaying Columns 


ist — Select Unhide Columns from Format menu. The 
columns preceeded by a check mark are displayed 


on the datasheet. 


2nd — Click the corresponding check box to hide or display 
the column. 
3rd — When you have finished, click Close. 


@ To hide just one column, you can also click 
inside it then use Format-Hide Column. 


EEEE EEEE 
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a kve ——== 
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Moving Columns 


1st — Select the columns concerned. EV DA Fa aa AS SEA 
Me Cg TEA ae pap) 
swo vin ti rel i 
2nd — Click the field selector of one of dø 
the selected columns, and drag to AT, GREEN CTY 
W14, XX COLONY. 
position the thick vertical line where GN nasan cone nse, Tee 
you want the column to go. eare 
3rd — When it is in the right place, release n 
the mouse button. 
Saving the Layout of a Table 


Select Save from File menu or click on [=] button. This command saves 


certain layout options, such as the position of the columns, the height of rows 


and the width of columns. 


§ 


If you do not save the layout, Access prompts you to do it when you close the table. 


18” The Format-Font command is used to change the font of visible text in 
the datasheet. 


Œ Go into Format-Cells to change the colour of cells, or to display or hide the grid. 


Going into Records/Fields in a Form 


ist — 


2nd — 


3rd — 


Click on av button from the toolbar 


then use the PgUp and PgDn (or sd TS 


[ook UPRANSRANTAKUMAA — 
Ctrl+PgUp and Ctrl+PgDn) to go | |. AASE 


from record to record. 


Use the Downward or Upward keys (or 
Tab and Shift +Tab) to go from field 


to field or click the field name to 


select the value of the field. 


Click the record selector to select the current record. Press Ctrl+A to select 


all the records. You can find corresponding options in the Edit menu. 
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4th — Click anywhere else in the form to cancel the selection. 


‘© As in Datasheet view, you can also use the Edit-Go To command for certain 
records. 


Deleting a Record in Form View 


1st — Display the record you want to delete. 
2nd — Select Delete Record from Edit menu or click on button or click on KK) button. 
3rd — Click Yes to confirm the deletion. 


"© You can also select the record by clicking the record selector then pressing Del. 


Sorting Records Quickly 
ist — Go into the field by which you want to sort. 


2nd — Use the buttons on the toolbar : 


To sort in ascending order. 


E| To sort in descending order. 


3rd — For the sort order to remain active, 


save the table. 


wanaonana p 


19/10, SANTHOSH NAGAR CROSS ROAD, z > 
7812 K GOVERDHAN REDDY WZ-154, XX COLONY 250081 NÆS 


4th — To go back to sorting in order of the 
primary key, use Records-Remove Filter/Sort. 


'® It is possible to sort by the contents of more than one column : You should select 


them before clicking the button-(Access sorts first by the column the furthest to 
the left; when the values are identical, it sorts by the columns to its right. These 
columns must be adjacent). 


Ø-A complex sort order can be saved using a filter or a query. 
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Filtering Records 


Use a filter to limit, temporarily, the records displayed in the form or on the datasheet. 
1st — Go into the table's form or datasheet. 


2nd — Click the field containing the data by which 
you want to filter: if you only wish to use part 


of a field, select the characters concerned. 


3rd — Select Filter By Selection from Filter sub- 


menu of Records menu or click on hå button. 


Only the records that meet the filter criterion 


ee tor pot Fi tomes poeb fer (øl 


PET eve Ae ND YET TE 


appear on the datasheet (or in the form). The ja sm worta Ad n-e 
nent 
. N t COLON 
number of filtered records appears on the JEGEREN a “A EAN PATA ATOR 
Å 1189 SRINIVAS, BESTE YAGADRI THEATRE 
status bar. S21 MVN LAKSMI KALVO NAGAR MAN ROAD 


4th — To save the filter, save the object. 


The next time you open the table, a click on 7| will activate the filter. 


5th — To see all the records again, remove the filter by selecting Remove Filter/Sort 


from Records menu or click on brå! button. The other records reappear. 


6th — If you want to apply your last filter again, click brat 
7th — You can also click one of the values in the field with the right mouse button, then give 


the value or expression that you want to use as the filter criterion in the Filter For box. 


™@ To display all the records except those which correspond to the active 
filter, use the command Records-Filter-Filter excluding Selection. 
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Creating an Autoform 


This method of creating a form is very quick, providing you accept the predefined layout of the form. 


1st — 


2nd — 


3rd — 


In the database window, select the table or 


query for which you wish to create a form. 


In the list that opens when you click the New 


Object button, select the AutoForm option. 


A ready-made form appears on the screen: you 


can use it straight away! The fields are presented fruene — 
one under the other in a single column; only one record ae — “4 


is visible. The picture on the New Object button e pasa 


represents the last option selected in its list: you can 


create a new AutoForm just by clicking the Zal: button(Without having to open the list). 


Save the form by selecting Save from File menu or press Ctrl+S. 


‘Œ You can add, delete or modify records in the form just as it is, or go into its 


design to customise it, or even delete the form once you have finished using it. 


Using a Wizard to Create a Form 


1st — 


2nd — 


3rd — 


4th — 


Take one of the following two routes: 


— In the database window, click the Forms tab to display the list of forms, 
then click the New button. 


— Select the table, open the New Object list, then Form. 
In New Form dialog box select Form Wizard. 


Select the table or query for which you want to 
create the form. A form allows you to enter data, modify 
it and view a whole record at once; if you want to use the 
form to manage only a certain set of records, it 


should be based on a query (the table or query 


selected is called the source of the form). 


Click OK. 
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5th — Indicate which of the table fields you wish to 
insert into the form: 
— To add a field to the Selected Fields list, 
select it and click pI], 
— Click pøs to add all the fields, 
— Use the pie] and pÆ] buttons to remove 
one or all of the fields from the list. 
6th — Click Next. 
7th — Select the layout you have in mind for the form 
(Click each option to see an example of its effects). 
8th — Click Next. 
9th — Choose the Style of the form. 
10th — Give the title which will appear on the form's 
title bar. 
11th — Choose the first option, if you want to display 


the records in Form view; or the second option, 
if you want to display the form in Design view, 


If you wish, you can activate Display Help on 
working with the form. 


12th — Click Finish. 
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The form appears on the screen, ready for use. PIETET 


As in the datasheet, the buttons in the bottom left 


[r BUCHI REDDY 


corner 
orner allow you to move from record to record. [SAGAR ROAD. RR DISTT — ROAD. AR DISTT 


[seat 


F Use the Zi Tab control to create additional 
pages in your form. 


Displaying the Form in Design View 


If you want to modify the structure of the form, you need to be in Design view. 


ist — 


2nd — 


In the Database window, select the 
form, then click the Design button. 


If you are in Form view, click the View 


button on the toolbar to select 4 


Design view. 


The View button can be used again to 


return to Form view. Apart from the 


form window, three other windows may 


be visible on your screen: the Property sheet, the Field List and the Toolbox window. 


Click the corresponding buttons to open and close these windows: 


| Properties EN Field List R Toolbox 


A form can contain three sections : 
The Form Header, the Detail section, the Form Footer. 


In a single column form, this has no effect on the way the form is used. 


The items inserted into a form are called controls: the title of the form, and the various 
labels are controls. When you insert a field into a form, Access inserts two controls: 
the field label, containing a text (by default, the name of the field) which you can 
modify or delete, and the text box, which is used in Form view to display the value 
of the field (it is indispensable for working with the field's data in the form). 


59 


MS Access 


There are three types of control : 


— Unbound Controls display information which is completely independent 
from the source table or query. Example: a text you display on the form, 
or an item you draw (line, rectangle). 

— — Bound Controls are linked to a field in the source table, and usually display the 
value of that field. 


— Calculated Controls display data calculated from one or more field values, 
using an expression which you define. 


‘© If you drag the toolbox or the colour buttons onto the toolbar, or to the left 
of the screen, the window becomes a new toolbar. 


‘© The Ruler and Grid options in the View menu are used to hide and display the 
ruler at the side of the window and the grid which appears in the background 
of the form’s Design view. 

Going from Design View to Form View 

Click the View button (Egj| or Z| depending on the view that you are in). 
Adapting the Form Window 

You can adapt the size of the window to fit the form. 

ist — Click By to go into Form view, if necessary. 


2nd — Select Size to Fit Form from Window menu. 


Defining the Tab Order for Fields in a Form 


Inside a form, you can move from field to field by pressing tab. By this command, you indicate the 
order in which the fields are made available. 


1st — Go into Design view. 

2nd — Select Tab Order from View menu. 

3rd — Under Section, select the section of the form concerned. 
4th — Check the order of fields proposed: from top to bottom, 


and from left to right. To move a field in the Custom Order 
list, click it, then click the field again and drag it to its new 
position in the order. If you want to access the fields in the 
order in which they appear (from left to right and from top to 
bottom), click the Auto Order button. Click OK. 


6th— Click gi} to go back into Form view. 
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Associating a Form with a Table 


By this technique, you can exploit the data in a table using a form which was originally created from 
another table(the two tables must have a similar design). 


1st — Go into the form’s Design view. 


2nd — Display the form’s Properties sheet by clicking on the a button, then click the box 
at the intersection of the horizontal and vertical rulers. The form's properties appear 
in a window. They are grouped according to type: each type has its own page In the 
window, which is displayed by a click on the corresponding tab. The All page shows 


all the properties together, regardless of type. 


3rd — On the Data page, in the Record Source box, 
indicate which table or query you want to 
associate with the form. 


4th — On the Format page, in the Caption box, change 
the title which appears on the title bar of the window 


in Form view, if this is necessary. 


5th — Save the changes you have made. 


@@® You can close the property sheet by clicking 


the MI button in its window, or by clicking #9 


Exercises 


1. Create two tables one containing names, rollno etc. of your class and another containing rollnos and ad- 
dresses. Establish a relationship between the two tables and print the entire list. 

2. Fill in the blanks 

a) Three types of relationship possible between two tables, are —  , and 

b) You can only establish ____ relationship between the same two tables. 

c) Vaueofan — ————— field is automatically incremented by Access. 

d) You can use to simultaneously delete a set of records. 

e) Use the Downward or keys to go from field to field in a form. 


Answers: piemdn (ə seuenb (p sıəqunuone (9 əuo (q 84U0-0|-8U0 ‘Auew-oz-Auew ‘Aueu-oj-ouo(e 


MS PowerPoint 


Slide Sorter View 


ist — Select Slide Sorter from View menu. This view shows you all the slides in miniature. 


Slide Sorter View 


Slide Sorter has its own toolbar. 


Slide Slide Text Preset Hide 
Transition Transition Effects Animation Slide Slide 


Slide Sorter 


No Transition n _ sie 


Rehearse Show 
Timings Formatting 
Slide Sorter Toolbar 
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2nd — To simplify this view of the slides, you may prefer to hide their formatting by clicking 


the MA] button on the Slide Sorter toolbar. When this tool is deactivated, all the slides’ 
text, graphics and formatting are hidden, leaving only the titles. 


3rd — To display the detail of the slides again, click the MA button to activate it. 


Page Setup 
1st — Select Page Setup from File menu. Et 


2nd — Choose the appropriate option in the 
Slides sized for list : On-screen 
Show, Letter Paper, A4 Paper, 35mm 
Slides, Overhead, Banner or Custom. 


If you choose Custom, PowerPoint 
automatically sets values in the Height and Width boxes to fill the printing area 


for the active printer. 
3rd — Under :Slides choose the orientation of the paper for printing slides. 


4th — Choose the orientation for printing Notes, handouts & outline; this need not 


be the same as the slide orientation. Click OK. 
To Print a Presentation 


1st — Select the slides to be printed; if all the slides W@ESZZS 


are to be printed, you do not need to select them. 
2nd — Select Print form File menu. Or press Ctrl+P. 


3rd — In the Print range box indicate which slides 


are to be printed: 


All To print all the slides in the presen- 
tation. 


Current To print the slide where the inser- 
Slide tion point is currently positioned. 


Selection To print previously selected slides. 


MS PowerPoint 


4th — 


5th — 


6th — 


7th — 


8th — 


9th — 


Slides To print individual slides: in the text box, give the numbers of the slides 
concerned, separated by commas (for a group of consecutive slides, type 
the number of the first, a dash and then the number of the last). 


In the Copies frame, specify the Number of copies to print. 


If you are printing several copies, activate Collate to print the first copy of the entire 
documents before starting on the next (otherwise PowerPoint prints all the pages 1 


followed by all the pages 2....). 


In the Print what list, specify what to print : Slides, Handouts (2 slides per page), 
Handouts (3 slides per page), Handouts (6 slides per page). 


To print on a black and white printer, activate one of the following options: 


Black and White To reproduce the slide in shades of grey. 


Pure black and To print entirely in black and white, replacing the shades of grey 
white with either black or white. 


Activate the Scale to fit paper option to adjust the size of the slide’s image so that it 


fills the page. 


Activate Frame slides, if appropriate. Click OK to start printing. 


@ The & button on the Standard toolbar prints instantly without displaying the 


dialog box. It applies the last options set. 


Inserting Picture Automatically 
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PowerPoint can analyze the text in your slides and detect key words. It then suggests pictures 


from the Clip Art gallery to match them. 


Ist — 
2nd — 
3rd — 


4th — 


5th — 


Display the slide where you want to insert the picture. 


Activate Slide view, if necessary. 


AutoChpAst 


Select AutoClipArt from Tools menu. 


the ideas in your 


From the list, select a key word to 
Select å word and cick View Cip Art, 


illustrate. 


Click View clip art. PowerPoint dis- 
plays a set of pictures related to the 


grå ene ay pe a å 


v ~ 0 -ow | 
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word you have chosen; the number of pictures varies from word to word. 


6th — Double-click the picture to insert. 

7th = Choose a new word from the list or click the Close button to leave the AutoClipArt 
dialog box. 
os 


The picture appears on the active slide. You can move it to another slide if you 
need to. 


‘© Clip Art images include files with extensions .CGM, .WMF, .CR, ‚EPS, .DRW and 
.WPG. 


‘© The images on the Pictures page are files with BMP, TIF, GIF, JPG, PCD and 
PCX formats. The time taken to insert these images can be relatively long. 


Changing the Colours in a Picture 
1st — Select the picture concerned and make sure that the Picture toolbar is on the screen. 


2nd— Click the al button on the Picture toolbar. The 


colours in the picture appear in the Original 
column. The New column contains lists of 


alternative colours. 


3rd — Check that the option active in the Change frame 
is Colours. 
4th — For each colour that needs replacing, open the 


list in the New column and choose the new colour. Click OK to confirm the changes. 


8" You can also recolor a picture using the command Format-Colours and Lines, 


Picture tab, Recolor button. 
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Managing Colour, Brightness and Contrast 


1st — Select the picture concerned. Select Sp] Format Picture button from Picture toolbar. 
2nd — Activate the Picture tab. 
3rd — In the Image control frame's Colour list, choose: 


Automatically To use the picture's colours 
normally. 


Greyscale To transform a coloured picture 
into a black and white picture, 
replacing the colours with 
shades of grey. 


Black and To transform a coloured picture 
White into a black and white one which 
does not include any grey. 


Watermark To apply to the picture levels of brightness and contrast which 

are suitable for a watermark. 
4th — To adjust the Brightness, drag the slider along the bar or enter a value in the text box. 
The higher the percentage, the lighter the shade of colour; the lower the percentage, 


the darker the shade of colour. 


5th — To adjust the Contrast, drag the slider along the bar or enter a value in the text box. 
The higher the percentage, the brighter the colour; the lower the percentage, the more 
subtle the colour. Click OK. 


18” You could also use the buttons from the Picture toolbar : 


Less 
Less Bright- Line Format 
Control Contrast ness Style Picture 


Insert Picture 


from File Reset Picture 


More More Crop Recolor Set Transparent 
Contrast Brightness Picture Color 


Picture Toolbar 
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Putting a Border Around a Picture 


ist — Select the picture. 

2nd — Click the =| button on the Picture toolbar. 

3rd — Click the style of border to apply or click More Lines then choose an 
option and click OK. 

Cropping a Picture 


To crop a picture is to cut away parts of it. 


1st — 


2nd — 


3rd — 


4th — 


pr atts 


Select the picture concerned and make sure emyr m m mammam ag con - © 
ver BOR 


that the Picture toolbar is on the screen. 


Click the + button on the Picture toolbar. 


Point to the sizing handle that you are going to 
use. The mouse pointer takes a new shape, 
similar to the symbol on the Crop tool button. 


Drag until only the part of the picture which interests you is visible. 


Ø- You can also crop a picture using the command Format-Colours and Lines, 


Picture tab, Crop from frame. 


Restoring the Original Picture 


1st — 


2nd — 


Select the picture concerned. 


Click the i tool on the Picture toolbar. 
The picture’s original attributes(colours, size, 


contrast...) are restored. 
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Inserting an Action Button 


An action button inserted into a slide runs an action when you click it or point to it. 


ist — Open the AutoShapes list on the Drawing toolbar. 

2nd — Point to the Action Button option and click the button 
to insert. 

3rd — Drag to draw the button, or click the position on the slide 


where you want to insert it. 


Ås soon as the button appears, the Action Settings dialog 
box opens. 


4th — On the Mouse Click page, define the action to be carried 
out when you click the action button. Choose whether a 
click on the button is going to display an object selected 


from the Hyperlink to list, or Run a program or a macro 


or an Object action. 


You can choose whether or not to accompany the action 


with a sound. 


5th — On the Mouse Over page, define the action to be carried 


out when you point to the action button. The same set of actions is available. Press Enter. 


Macro 


Create a Macro 
Recording a series of actions in a macro enables you to run them all by means of a single command. 


1st — Select Record New Macro from Macros 


submenu of Tools menu. 
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2nd — Enter the Macro name for the macro you are 
about to record. 


fonem, i — 
3rd — |f there is more than one presentation open, select Pax" 
Descrintion: 


the one to which the macro is relevant. 


4th — If necessary, give a Description of what the macro does. 


Click OK. The Stop Recording toolbar appears: it contains just one tool button. 
5th — Carry out all the actions that you want to include in the macro. 
6th — When you have finished select Stop recording from submenu Macro of Tools menu. 


Or click on al button on the Stop Recording toolbar. 


Running a Macro 


ist — Select Macros option from submenu Macro of Tools ===) 
je] 
menu or press Alt+F8. i maj 
zor | 
2nd — If necessary, open the Macro in list to choose the presen- ren 
tation containing the macro. dete | 

3rd — Double click the macro to run. = 


Editing a Macro 

ist — Select Macros option from submenu Macro of Tools menu or press Alt +F8. 
2nd — Select the macro to modify. 

3rd — Click the Edit button. 


The Visual Basic program corresponding to the 


macro appears on the screen. The macro is 


displayed in a window called Module1. Make 
any changes necessary. 

4th — To leave Visual Basic select Close and return 
to Microsoft PowerPoint from File menu. 


Or press Alt+Q. 
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Deleting a Macro 


1st — 


2nd — 
3rd — 


4th — 


Select Macros option from submenu Macro of 


Tools menu or press Alt+F8. 
Select the macro to delete. 
Press the Del button. 


Confirm the deletion by checking Yes. 


Insert an Organization Chart 


1st — 


2nd — 


3rd — 


Filling in a box in an Organization Chart 


1st — 


2nd — 


In a slide with a Organization Chart layout, double click the place holder. 


In a slide with any other layout, then select 
MS Organization Chart 2.0 from 


submenu Object of Insert menu. 


If necessary, enlarge the Microsoft Organiza- 


tion chart window which opens, by Chart Title 


RI 
sia 


clicking its J button. 


Click the box to fill in. 


Enter the text, using Enter to move down to 


the next line. * 
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Deleting a Box 
ist — Click the box to remove from the chart. 
2nd— Select Clear from Edit menu or press Del key. ET 


@ Delete with caution: Microsoft Organiz- Type name here 


Type title here 
tion chart never asks for confirmation. 
If you delete a box by mistake, remember to use Edit-Undo. 


Type name here 
Type title here 


Adding a Box 
1st — Click the button corresponding to the - = "a 
type of box to add: Subordinate, Co-worker Gaigotia Booksource 
(to the left or to the right), Manager or assistant. 
Rajkumar 
2nd — Click the box to which to link the new box. 
3rd — Fill in the new box. 


Œ You can create a new box linked to an 
existing box by means of the keyboard: 
select the existing box and press F2 for a 
subordinate, F3 for a co-worker on the 
left, F4 for a co-worker on the right, F5 for a manager or F6 for an assistant. 


1Ø” You can create up to fifty levels of subordinate. 


Turning a Subordinate, Co-Worker...into an Assistant 
1st — Click the box concerned. 


2nd — Select Assistant from Styles menu. 


Chart after turning into an Assistant. 


MS PowerPoint 


Creating a Co-Manager Relationship 


1st — 


2nd — 


Galgotia Booksource 
Select the boxes concerned. 


Select Co-manager from Styles menu. 


Mrs Bindu 
Rajkumar 


Selecting Elements in an Organization Chart 


ist — To select a box, click it. To select several boxes, click the first and Shift 
click the others. 

2nd — To select the whole organization chart choose All from Select submenu of 
Edit menu or press Ctrl+A. 

3rd — To select a group (boxes on the same level), rie li 
click one of the boxes in the group and choose | Galgotia Booksource 
Group option of Select submenu under Edit i 
menu or press Ctrl +6. 

4th — To select a branch (a manager and his team), 
click the top box in the branch and choose | 
Branch option of Select submenu of Edit Mr. Neeraj | 

Gaigotia 4 

menu or press Ctrl+B. 

5th — To select by level choose Select Levels from 
Edit menu. 

6th — Give the first and last levels to select click OK. 

Changing the Style of a Group 

1st — Select the group concerned. Open the Styles menu. 


2nd — 


Choose one of the six options. 
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Changing the Look of the Lines Linking the Boxes 


1st — Select the line(s) concerned. 


2nd — Open the Lines menu. 


Mrs Bindu 
3rd— Choose to modify the Thickness, the Style or 
the Colour of the lines. Mr Baid Nath 
Mehra Yadav 


Changing the Look of the Boxes 

ist — Select the box(es) to modify. Open the Boxes menu. Ep 
Gaigotia Booksource 

2nd — Choose to change the Colour and/or the 


Shadow of the box, the Border Style, the 


Border Colour or the Border Line Style. 


3rd — Choose from the options. 
4th — Deselect the box(es) to see the effects of your å 
changes. 


Adding Unattached Text 


ist — Click the 


A tool and click the chart where you 


ne 


want to add the text. reven = 
Publisher of Computer Books - School & Collega 
2nd — Type the text and press Esc when you have finished. ER 


Formatting an Item of Unattached Text 


1st — Select the text concerned. 
2nd — Open the Text menu. 
3rd — Choose the option which corresponds to what 


you want to change: the Font, the Colour or the 


alignment. 
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MS PowerPoint 


Making a Drawing 


1st — To display the drawing tools, choose Show Draw Tools from View menu or 
press Ctrl+D. 


2nd — Click the button which corresponds to what you want to draw and drag it. 


+ Horizontal/Vertical Line Tool : To draw perpendicular lines. 


Z| Diagonal Line Tool : To draw diagonal lines. 
wi Auxiliary Line Tool : To draw a dotted line connecting two boxes. 
[m] Ractangle Tool : To draw a rectangle. 


Changing the Organization Charts Background Colour 
1st — Select Background Colour from Chart menu. 


2nd — Choose the colour to apply. Click OK. 


Changing the Title of the Organization Chart 
1st — Select the text Chart title. 


2nd — Enter a title for the chart. 


@ If you do not fill in the title, PowerPoint does not put it on slide. 


Changing the Magnification 


ist — Open the View menu. 
2nd — Click one of the four options available: Size to Window, 
50% of Actual, Actual Size, 200% of Actual. 
Ø- On the keyboard, use the following keys to set the magnification 
F9 Applies Size to Window. F10 Applies 50% of Actual. 


F11 Applies Actual Size. F12 Applies 200% of Actual. 
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Modifying the Standard Organization Chart 


ist — Select Option from Edit menu. 
2nd — Activate the option(s) to apply. 
3rd — Click OK. 


Leaving the Organization Chart Window 


1st — Select Close and Return to from Microsoft Organization Chart 


2nd — Confirm that you want to display the chart 


e) 


File menu. 


on the slide by clicking Yes. 


@ To edit an organization chart which already exists on a slide, double-click it. 


Exercises 


Try the following on your slides: 
— Changing the colors in a picture. 


— Putting various borders around a picture. 


Make an Organization Chart of 
— — Your school office. 


— — Your family members. 


Fill in the blanks 

view shows you all the slides in miniature. 
An button inserted into a slide runs an action when you click or point to it. 
In the organization chart you can create upto levels of subordinate. 


Press to insert a box for a co-worker on the left and on the right. 


You can move and also — a picture on the slide. 


Answers: 40/098 (Ə td ‘€4 (p Ay (0 uonoe (q JØUOS apis (e 


Introduction 


Network, in computer science, is a group of computers and 
associated devices that are connected by communications 
facilities. A network can involve permanent connections, such 
as cables, or temporary connections made through telephone 
or other communications links. A network can be as small as a 
local area network consisting of a few computers, printers, and 
other devices, or it can consist of many small and large 
computers distributed over a vast geographical area. Small or 
large, a computer network exists to provide computer users with 
the means of communicating and transferring information 
electronically. 


Some types of communication are simple user-to-user 
messages; others, of the type known as distributed processes, 
can involve several computers and the sharing of workloads 
or cooperative efforts in performing a task. 


Local Area Network, in computer science, a group 
of computers and other devices dispersed over a relatively 
limited area and connected by a communications 
link that enables any device to interact with any other on 
the network. LANs commonly include microcomputers and 
shared resources such as laser printers and large hard disks. 
Most LANs can support a wide variety of computers and 
other devices. Each device must use the proper physical 
and data-link protocols for the particular LAN, and all 
devices that want to communicate with each other on 
the LAN must use the same upper-level communications 
protocol. Although single LANs are geographically limited 
(to a department or an office building, for example), separate 
LANs can be connected to form larger networks. Similar LANs 
are linked by bridges, which act as transfer points between 


networks; dissimilar LANs are linked by gateways, which both transfer data and convert it according 


to the protocols used by the receiving network. 
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Network Topologies 


known as bus, ring, and star. 


des on a LAN can be wi ; . 
ia red together in any of three basic topologies, t at the same time, Lan's use 


To avoid potential collision when two or more nodes attampts to transmi 
either contention and collision detection or token passing to regulate traffic. 


Linear Bus Network 


As implied by their names, a linear bus network is more or less linear. A linear bus network, like the 
bus of a computer itself, is a single conduit to which all the network nodes and peripheral devices are 
attached. Nodes on a bus network transmitted by other nodes. If they do, each node waits a small, random 
amount of time, then attempts to retransmit the data. 


Although the linear bus topology is one of the most common, it has inherent disadvantages. Collision 


avoidance and correction requires extra circuitry and software to implement, and a broken connection can 
bring down the whole network. 


Linear Bus Topology 


Network 


Ring Network 


A ring network forms a loop. The ring topology connects the nodes of the network in a circular chain 
— each node is connected to the next. The final node in the chain connects to the first to complete the 
ring. With this methodology, each node examines data that are sent through the ring. If the data aren't 
addressed to the node examining them, that node passes them along to the next node in the ring. 


The most important implementation of the ring topology is IBM's token ring. The token ring has a 
substantial advantage in that there's no danger of collisions because data always flow in one direction. 
The drawback to the ring is that if a connenction is broken, the entire network goes down. 


Shared 
Printer 


The Ring Topology 
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Star Network 


A star network radiates from a central hub. A star network places a hub in the center of the 
network nodes. Data packets are routed through the central hub to their destinations. This scheme has 
an advantage in that the hub monitors traffic and prevents collisions, and a broken connection 
doesn't affect the rest of the network. If you lose the hub, however, the network goes down. 


Shared 
Printer 


The Star Topology 


Cabling 


The devices on a LAN are known as nodes, and the nodes are connec 
which messages are transmitted. Types of cables include twisted-pair wiri 
fibre-optic cable. 


ted by cabling through 
ng, coaxial cable and 


Network 


Twisted-Pair Wire 


As shown in figure twisted-pair wire consists of two 
copper strands, individualy shrouded in plastic, then twisted 
around each other and bound together in another layer of 
plastic insulation. Except for the plastic coating, nothing 
shields this type of wire from outside interference, so it's Copper 
also called unshielded twisted-pair (UTP) wire. Wire Twisted-Pair Wire 


Plastic 


Plastic 
Trasulator Insulator 


Twisted-pair wire is commonly known as telephone , 
wire. Because it was readily available and inexpensive, telephone wire gained early favour as a conduit for 
data communications. Twisted-pair wire grew out of that technology, but is now made to more demanding 
specifications than is voice-grade telephone wire. All it takes to connect a telephone to a wall plug is a 
flat pair of phone wires, but twisting the wires provides a stronger and higher-quality signal. Some 
networks actually use common phone wire, but the higher-grade wire is recommended. 


Coaxial Cable 
å 5 Insulation 

Coaxial cable, sometimes called coax (pronounced 

"co-ax"), is widely used for cable TV, and supplanted 

twisted-pair wire for a while as the medium of choice for 

networks. There are two conductors in a coaxial cable. t 

One is a single wire in the center of the cable; the other 

is a shield that surrounds the first wire with an insulator 

in between (Figure a). Although it doesn't have any more 

conductors than twisted-pair, coaxial cable, because of (a) 

its shielding, can carry more data than older types of 

twisted-pair wiring (Figure b). 


Two types of coaxial cable are used with networks: 
thick and thin. Thick coax is the older standard and is 
seldom installed in new networks. Thin coax can carry 
just as much data as thick coax, but it's smaller, lighter, 
and easier to bend around corners. Today's coaxial 
cable can typically carry data at up to about 10 Mbits per 
second, which is relatively slow compared to the 100- 
Mbit capacity of fiber-optic cable and twisted-pair wiring. 


Coaxial Cable 
Fiber-Optic Cable 


A fiber-optic cable is a thin strand of glass that transmits pulsating beams 
of light, instead of electric frequencies. When one end of the strand is exposed 
to light, the strand carries the light all the way to the other end — bending around 
corners with only a minute loss of energy along the way. 


Because light travels much faster than electricity, fiber-optic cable can easily 
carry data at 100 Mbits per second. Although twisted-pair wiring is also attaining 
data-transfer rates this high, fiber-optic cable is immune to the electromagnetic 
interference that is a problem for copper wire. 

Fiber-optics tecnology will greatly expand the number of channels, 


and may encourage the move toward high-definition televisions. It's also Fiber-Optic Cable 
likely to be the backbone of an increasing number of networks in the future. 
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Exercises 

1. Name the different types of LAN topologies and draw their diagram placing arrows to indicats 
movement direction of data. 

2. Fill in the blanks 

a) A network can involve — connections as cables or through Telephone. 

b) Network topologies are of three types f and 

c) The ring topology connects the nodes of the network ina — — chain. 

d) A star network places a hub in the of the network nodes. 

e) Twisted pair wire consists of two strands. 

3. True or False 

a) Thin coax cable can carry just as much data as a thick coax. [ ] 

b) A fiber-optic cable is a thin strand of plastic. |] 

c) A twisted-pair wire is commonly known as telephone wire. |] 

d) The devices on a LAN are known as nodes. |] 

e) The most important implementation of the ring topology is IBM's token ring. [] 

Answers 
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